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CONF IDENTIAL

12 August 1949

———

25X1A Acdm, mewmos

File

REFERENCE: Administrative Instruction No..
Under INSPECTION AND SECURITY, on the three separate lists 25X1A
maintained with reference to Administrative Instruction 25X1A

-delete ‘the name of_and substitute 25X 1A
shevetor tho nano o |
° i o8 25X1A

been authorized to sign administraiive requests as outlined

in Administrative Instruotion No.- 25X1A

Acting Depuby Services Offiocer

CONFIDENTIAL

Secari ty mewnas
File
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J—  RESTRICTED

CENTRAL INIELLIGENCE AGENCY
Washington, D, C.

ﬁDNINISTRATIVE INSTRUCTION © 8 March 19L8

SUBJECT: Administrative Controls of Requests Resulting in
Financigl Obligations.

}(This rescinds Administrative Ins*bruétion- dated
22 January 19482.) STATINTL

1. Assistant Directors and Staff Chiefs are suthorized to initiate,
pithin esteblished policies, requests for administrative actions performed
for them by A&M branches which result in financial obligations, This

. authority may be delegated to such additional individuals as may be neces-
sary for good administrative practices.

2. The nares of persons authorized to sign the following types of
edministrative requests will be forwarded by Assistant Directors and Staff
Chiefs to the individuals indicated below:

a. Chief, Services Branch, A&

(1) Requests for transportation of equipment
and supplies.

(2) Requests for expendable and non~expendable
office equipment and supplies, building
alterations and repairs, and general serv-

icas.
) (3) Requests for reproduction and printing
: (including printing to be done by the Govern-
ment Printing Office.)
(Repreduction »equisitions for forms and form let—
ters, forwarded through the Management Branch for
approval, will continue to bear the signatures of
Aministrative Officers.)
b. Chief, Personnel Branch, A&M
(1) Requests for personnel actions.
3, The appropriate A& official will be promptly notified when

changes are made in personnel authorized to initiate requests for admin-
istrative actions. )

FOR THE DIRECTOR OF CENTRAL I

RESTRICTED e

PISTRIBUTION: A Adminigtration and HManag ement

STATINTL
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STATINTL

CENTRA@ %H&!gg@ AGENGY | ‘W« 4 H,Q/

Washington, D.C,

STATINTL //'l A/L{?

SUBJECT: Administrative Controls of Requests Resulting
in Financial Obligations

1. Assistant Directors and Steff Chiefs are authorized to initiate,
within established policles, requests for adninistrative actions per-
formed for them by A&M branches which result in financial obligations,
This authority nay be delegated to such additional individuals as may be
necessary for good administrative practices.

2, The narmes of persons authcrized to sign the following types of
administrative requests will be forwarded by Assistant Directors and
Staff Chiefs to the individuals indicated below:

a. ‘Chiei‘, Services Branch, A&

(1) Requests for transportaticn of personnel,
equipnent and supplies.

(2) Re uesty for expendable and non-expridable
office equigmen% and supplies, building alteretions
and repairs, and general services,

(3) Requests for réproduction and printing
(including printing to be done by the Government
Printing Office,)
{(Reproduction requisitions for forms and form
- letters, forwarded through the Menagerent Branch
for approval, will continue to bear the signatures
of Adnministrative; Officers,)
‘b, Chief, Personnel Branch, A&M
(1) Requests for pérsonnel actions,
3, The appropriate A&M official will be prooptly notified when

changes are rade in personnel suthorized to initlate requests for admin-
istrative actions,

FOR THE DIRECTCR OF CENTRAL INTELLIGENCE:

STATINTL

Xecutive ior
Adninistration and Management

stomaseron: « RESTRICTED
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RESTRICTED ;

CENTRAL INTELLIGENCE AGEYCY
Washington, D: ‘C', o

i 1 ’

| iiiviioiii iii iiii"iiii' ! Wopee 8 March 1948
STATINTL |

SUBJECT: Administrative Controls of Requests Resulting in
( Financial Obligetions.

(This rescinds Aiministrative Instruction- dated :
22 Januvary 1948,) STATINTL

1. Assistant Directors and Staff Chiefs are authorized to initiate,
within established policies, requests for administrative actions performed
for them by A&M branches which result in financial obligations. This
authority may be delegated to such additional individuals as may be neces-
sary for good administrative practices,

2., The nares of persons authorized to sign the following types of
administrative requests will be forwarded by Assistant Directors and Staff
Chiefs to the individuals indicated below:

a. Chief, Services Branch, A&

(1) Requests for transportation of equipment
and supplies..

(2) Requests for expendable and non-expendable
office equipment and supplies, building
alterations and repairs, and general gsrve
lcas.

{3) Requests for reproduction and printing
(ineluding printing to be done by the Govern-
ment Printing Office,)

(Reproduction requisitions for forms and form let~-
ters, forwarded through the Managerent Branch for
approval, will continue to bear the signatures of
Administrative Officers.)

b, Chief, Personnel Branch, A&M
(1) Requests for personnel actions,
3. The appropriate A&M official will be promptly notified when

changes are made in personnel authorized to initiate requests for admin-
istrative actions,

i

i FCR THE DIRECTOR OF CENTRAL |
= STATINTL
!

Executive for

g ?5128’}:?)IBUTION: A RESTR‘{“FE@EMM end Management ‘
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Chief, Services Branch, Aty

12 Mgy 19),8
Chief,

Management, Branch, A%y

, S 25X1A
Proposad Amandment to Administrative Instruction- dated’
22 January 19)8 T—-"‘ 5

1. Since 8xlsting
25X1A information presented

our proposad amsndmsnt, to Adminigtpge
tive Instruction t does not appear necessary to issue
the proposed amendment, ,

B
}.
2. e subject of the '

Propnsed amendment wi
at the next Admini strative Officergt
¢an point ont to the

group the ngad for consulti
istrative Tustruetio ! responsible officerg
initiate appropriate requests for t i

o

nl
If you feel that th

3. is action wily not meet yoyr needs, I -
shall be happy to discuss t,

i
he problem further with Yyou,
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2BX1A Subje £ila |/ ‘

' 000100030002-9
Approved For Release 2000/08/30 : CIA-RDP81-00728R
PP .



Approved For Release 2000/08/30 : CIA-RDP81-00728R000100030002-9

" Ujfree Memorandums + UNITED STATES GOVERNMENT
| . DATE: |0 V"‘O“(_(qk{'%‘;

| 25X1A TO 1 E@‘e"" .
| 25X1A - FROM q ‘ | |
! SUBJECT: : . - - , {
25X1A . Tk b o & «@Z o bl | ot
: ‘ Mdoortr O
man o T e o ) p

25X1A
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

25X1A R A2 L LOH 27 April 1948

Pinanoial Obligatlions
25X1A €

(This Administretive Instruoction anends CIA Administrative

’ SUBJECT: Administrative Controls of Reyueates Resulting in
i Instruotion [ csted 22 Jonuery 1948.)

i

|

25X1A

1. Reforence is made to Administrative Instruction ﬁ dated
4 Merch 1948, Subject: "Admimistrative Controls of Requests Hesulting in
Fiprnoial Obligations."

; 2. In agcordance with existant pelioy all requests for expendsble
‘ or neu-expendable supplies and equipment, bullding ulterations, repairs,
and poneral serviees, whethsr or not saig requests result in finencial
obligations, will be initiated by Responsible and Property Officors.
3+ Requests whioh result in finaneisl obligations will not be approved

by the authorized individual unless suoh requests ars Ilnitiated Ly desipnnted
Respensible and Property Officsrs within their Jurisdiotion.

FOR THE DIRECTOR OF CENTRAL INTHLLIGENCE:

25X1A

!XBOU!‘!‘VG ! or

Administration and Memsgement

DISTRIBUTION: A

’ Approved For Release 2000/08/30 : CIA-RDP81-00728R000100030002-9
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DRAEFT
21 Januery 1948

CENTRAL INTELLIGENGE AGENCY
Washington, D,C,

ADNINISTRATIVE INSTRUCT ON DATE 2 L i,‘ t‘.!
NO - 0 —_

SUBJECT: Administrative Controls of Requests Resulting in
Financlal Obligations,
1. Assistant Directors and Staff Chiefs are authorized to initiate/ A ~
requests for administrative actions performed for them by A&M branches which
Frraiicrn ) ‘

result ixy[,obligations. This authority may be medelegated to such additional

individuals as may be necessary for good administrative practices,

2. Moo will be forwarded by Assistant Directorsﬂtg the' CRISES /7:q0 'y -
o wtueltltvede/s )

memsireo

TR RPN ey
N A Y A I8 P

sin s
(Miﬁdicated belojg,‘il-ie-ti-ng—ﬁe names of persons authorized +o sign the following

types of sdministrative requestsf“:;‘  ' '

(4) Requests for transportation ~~Thief, = ; wpimion,
of personnel, equipment .and { Services Branch
supmlies, M T

T APT b b 1 et

('@.‘} Requests for expendable and Ser-
' non-expendable office equip-

ment end supplies, building
alterations and repairs, and

general services,

f; Requests for reproduction and

’ printing (including printing

" to be done by the Government
Printing Office,)

(Reproduction requisitions for forms and
form:-letters, forwarded through the
Menagement Branch for approval, will
continue to bear the signatures of
Administrative Officers.)

T—— st

e T e L b R RN
(‘bO)Requests for personnel artions, / Chief, Personnel BrancD

[ ——
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- 2 -
3. The appropriate 6hief—in A& will be promptly notified when changes

sre made in personnel authorized to initiate requests for administrative

actions,
FOR THE DIRECTCR OF CENTRAL INTELLIGENCE:
Executive for
Administration and Management
L
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256X1A
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oo ' TRANSMITTAL oLIP™" =" = "
24 November 1947
DATE

TO: EXECUTIVE FOR A & M
THRU: ACTING CHIEF, MANAGEMENT BR.

' OOM NO.

REMARKS:

The attached proposed Administrati
Instruction was prepared at.your request a|
the Administrative Officers' meeting in th
month of Octobers It is believed that
probably this order should inolude admin-
istrative authority for requesting personn
actions and, also, requests for additional
funds which are required by the various
Offices and Bremches, However, the attache
.order adequately covers Se/rvices Branch

requirementss 477 7 //ﬂif’é/ﬁz »

re
t

Pl

FROM: CHIEF, SERVICES BRANCE® .
ROOM \O. TENSION

BUILDING North 200 ;85

SEF'oRG 368 . ,_ (1289)

25X1A
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L DRAFT KU
CENTRAL INTELLIGENCE AGENCY I / ¥
, Washingbon, D. C.
ADMINIS TRATIVE INSTRUCTION 20 November 1947

25X1A NUMBER | ]
. SUBJECT: Administrative Control of Expenditures

1. Assistant Directors are hereby authorized to initiate requests
for administrative action to the several administrative activities of A & Ms

2. Assistent Directors are also authorized to redelegate such
asdministrative authority as they deem necessary and.in keeping with good
administrative practices in the activities under their jurisdiection.

3. Therefore, memorandums should be forwarded to the Chiefs of
Branches as indlcated below, listing the names and titles of persons
authorized to sign such administrative requests:

Requests for transportation of 7 Chief, Transportetion Division
personnel end supplies end Services Branch
equipment

Requisitions for expendable and -  Chief, Supply Division

non-expendeble office supplies Services Branch

and equipment, building

alterations and repairs, .and

genersl servioces ™
Reguisitions for reproduction - Chief, Reproduction Division

and printing (including print- T° Services Branch

ing %o be done by Government

Printing Office) ,
IE: ./’ (i:_‘

4, Requests for administrative actions whioch-ere signed by -ether.

~then. those individuals authorized by Assistant Directors will-not be honored.
by aotivities of the Services Branch. Gpad o e e

¢ FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

Executive for .
Administration end Management

hY

IS b ‘>
{0'”’“ /

AN

£
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STANDARD FORM NG, 64 en-1%1 3

--Oﬁice Memomndum ¢ UNITED STATES GOVERNMENT

TO ¢ Chief, NManagement Branch DATE: 23 December 1947
FROM : Agsistant Chief, Budget and Finance Branch

SUBJECT: Authorities for Issuance of Documents Resulting in Obligations

In response to your telephone inquiry of this date, there is attached a
copy of the Fiscal Inspector's report of 24 Qctober 1947 relative to the matter
of authorizing appropriate officials to sign the various types of documents
which originate in the Administrative and Qperating branches and offices, and
result in incurring obligations and expenditures against funds made available
to this Agency., Among other reasons, this survey was made for the purpose of
ascertaining that representatives of the Budget and Finance Branch, including
Certifying Offiocers, were being given reasonably adequate protection in the
aoceptance of the various types of obligation documents.

While the attached report was submitted on 24 October 1947, it is believed
that the information set forth therein is sufficiently accurate and current to
suffice for your immediate purposes. In this regard attention is directed to
Paragraph 3 relative to Interagency agreements. As indicated to you by the
undersigned, the greater majority of Interagency agreements which are important
from either & functional or fund viewpoint receive the approval of the Executive
for Administration and Management, the Project Review Committee or other
appropriate Agency official. In only a relatively few minor cases does the
Budget and Finance Branch have ocoagion to actually initiate the obligation and
in such instance their exists adequate authority and approval in the nature of
established Tables of Orgenization, approved Projects, etce

Should this office be in a position to give you further assistance in this
matiter, please advise.

25X1A

ssistant C
Budget and

’
ance Branch

Att. '

Approved For Release 2000/08/30 : CIA-RDP81-00728R000100030002-9




Approved For Release 2000/08/30 : CIA-RDP81-00728R000100030002-9

Chicf, Dudget and Flnance Branch ‘ 2l October 1947
Figcal Inspoctor

Signature Authorities for Documents wiich Origdnate in the Rranches
and Result in Oblizations

," ]
' In accordance with your sugsestion thore are discussed bolow the sipnuture
; anthorities for varlous documents which originate in the Branches and result in
i obligalions.
|

1. Requisitions for property and services, whebher by Form 36-7 or

menorandun, require the signature of designated officials., On fugust 1947
the Supply Division issued a memorandun to &ll supply personnel, which wag
supported by a ligst of Accountable and ltesponsible Officers authorized to sign

, requisitions for property. Requisitions roceived in the Supply Division are

i checked for appropriate signatures boefore they arc processed. Roguisitions

bearing unauthorized sigmatures are reburned Lo the isouing af'fice, The Tranches 25X1A

! are regponsible for notifying the Supply Division of any changes in individuals
authorized to si-n requisitions. Tn discuseing this mattor with it
vras learned that this procedure is vorking sutisfactorily and except for minor
incidents, no difflculties ar: being oncountercd.

1l

E

g 2o In connection with requests for persomel acti ong, it was learned

' from Mr. Willias Kelly that the signature of authorized individuals is required 25X1A
before they ar: processed, ilthough Administrative Instruc‘bion- (C1

25X1A Administrotive Ordcr” doos not stipulate vho nay sisn such requests, it is

understood that the Hranches are required to notify the Persomncl Branch, in
writing, of the individuals authorized to sipn requests for personncl actions.

3o Letters which originate in the DBranches and result in Inter~igency
Agreaments- gonerally require the simmoture or concurrence of the Branch Chief.
This is especially true in connection with agresments which require participation
by this Branch or the Services Dranch,

L. The signaturcs on Requests for Travel orders are being checkad,
however, & system whereby only designated individuals may sign has not beoen
established, Generally, the signaturc of the Branch Chief or idministrative 25X1A
1 Officer is accepbed even though sdministrative Instruction B (ci¢ Admin-
25X1A istrative Order provides for signature of "Office or Branch Chief,
In discussing this matter with ﬁn}i, he pointed out that moffice or 25X1A

Branch Chief® was not exactly suited to (RE since thi refer 4o have all
requests approved at a focal point. ﬁboth favored the
supggestion that individuals authorizeq To approve travel requests be designated 25X1A

in writing and that only their slgnatures be accepted,

Approved For Release 2000/08/30 : CIA-RDP81-00728R000100030002-9
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25X1A

Continued -l

5. The situation regarding roquests for cargo shipmonts is oimilar to
that of travel requests, wherein the slgnature of the Branch Chief or Aduine
istrative Officer is accepted. — Tremsportation, 050, favoraed the
suggestion of having written desi;nations for officiuls who nuy approve requests
for cargo shipmentg.

6. Generally, this Branch does not cstablish obligations on the bagis
of docxmenbs isgued and signed by the various operating Branches, except perhups
in connection with Inl‘er-'agency sgreaionts. The documents used by this Branch
to establish obligations usually contain the signature of an authorized individual
in the Services or Personnel Rranch.

7. It is sugpested that a systen be established wherchy written designa-
tions will be required for individuals authorized to sign travel requests and
requests for cargo shipments. The extreme of sipnature cards should be avolidede
It should also be pointed out that the Branches should issue internal
ingtructions, se that decuments which require the approval of the Administrative
Officer or obhor officlals will be routed in such & mamor,

25X1A
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